Workplace Specialist Applicants

For original WS applicants, they will follow the steps below:
1. Please click on “Workplace Specialist Application”

Home > My LVIS

IDOE welcomes Max Pitz to the LVIS portal.

O Add Application

O Workplace Spedialist
Application

O Application Status

1f you are applying for an Evaluation, License, or Permit that has spedific d © Pay Pending Applications

one of the options below (if your application type has been specified) or please dick here. O View Test Scores

O View/Print Licenses

If you are applying for an Original license, Renewing, Adding Content Area,
Proficient Practitioner, or Professionalizing an existing license, please click |

If you would like to view descriptions of each application status, please click here.

O Professional Growth Plan

Permits: O Educational Interpreter
Professional Growth Plan
® Educational Interpreter Permit By EIPA O professional Development
® Educational Interpreter Permit By NRID Plan

® Emergency Permit - Original Administrative

® Emergency Permit - Original Instructional
® Emergency Permit - Original School Services y Protile
® Substitute Teacher Permit
& Temporary Superintendent Permit
O My LVIS
& Transition to Teaching Permit 0 Edit Profile

& Visiting Teacher Permit a
Visiting Teacher Permit © Change Password

O Edit Educational
Backaround
O Dearee Change Reguest

Evaluations:

& Advanced Dearee Evaluation

2. Instep 1 of the application process, you will choose “Original” from the drop down menu
a. You will mark the bullet next to “Original Workplace Specialist 1.”
b. You will also type in your subject endorsement area
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c. Then you will choose “next”

Home > My LVIS > Add Application > Workplace Specialist Application Action
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3. In Step 2 of the application process, you will indicate an employment institution if you have not

Home > My LVIS > Add Applicstion > Application Recommending Institution
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o
In order to route your application to the appropriate individuals for approval, please verify the following
employment informatien is correct: o]
Employer Name: Twin Rivers Career & Tech Ed Area - 1425 o]
o
If this information is not correct, please update your information and return to this application. o]
If you are applying for a Workplace Specialist License, Emergency Permit, Transition to Teaching Permit, or Visiting o]
Teacher Permit this is the school /school corporation where you are employed. If you are applying for a o]

Substitute Teacher permit, it is the school/school corporation where you are employed or intend to be employed.

We need this information because the administrator at this school/school corporation must approve your o]
application and potentially your PGPs/PDPs for renewal. To continue this application you must identify an

employing school/school corperation. If your school is missing from the drop down list, please contact DOE at
licensinghelp@doe.in.gov.
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<< Previous Save For Later »> Next o

already done so.
a. Then you will press “Next”
4. In Step 3 of the application process, you will answer all legal questions. If you answer “yes” to
any of these you must upload supporting documentation explaining the situation.
a. You will press “Next” when done.

Home > My LVIS > Add Application > Application Criminal History
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Please answer the following questions. on
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1. Have you ever been convicted of a felony? () Yes @ No op

2. Have you ever been convicted of a misdemeanaor since February 6, 10082 ©Yes @ No o]

. . " . ovi

3. Have you ever had a credential, certificate or license to teach denied, revoked or suspendedin Yes @i -
Indiana or in any other state? - Yes @l
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5. In Step 4 of the application process, you will upload supporting documents for:
a. CPR/AED/Heimlich training
b. Verification of Work Experience
c. Proof of Suicide Prevention Training
d. You may also mail or email your documents but you have to indicate this in the box.
e. When you have done that—you will choose “Next”



The following information is required for your application based on the current information in your application. Please
indude all required documentation. Emgpty files will not be uploaded to the system. File names must be less than 150
characters.

The only allowed file types are: pdf, b, doc, doo, jpg, xls, xlsx, and ppt.
For more information regarding CPR requirements, please visit the DOE website.

For more information regarding suicide pr ion training
Please upload required documentation below:

quil please visit the DOE website.

» Add Application

» Workplace Spedalist
Application

» Application Status

» Pay Pending Applications

= VMiew Test Scores

= View/Print Licenses

» Professional Growth Plan

» Educationzl Interpreter
Professionzl Growth Plan

If the above required documents do not apply to you, please upload a document explaining your situation.
For application purposss, transcripts are still considered official if opened as long as they bear the sign and/or seal of
the registrar, the degree and date conferred,

If any of your required documents will not upload, you may instead email your documentation to
licensinghelp@dae.in.qov. In your email, please explain your situation aleng with attaching all documents required
from this page. Please indude your name as it is entered in LVIS, along with your date of birth. If you are geing to
email any of your decuments, please check the following box indicating this. If your emailed documents are not
legible you may be asked to send hard copy at a later time. Failure to send your documents in a timely manner will
result in your application being delayed.

[ Yes, T am emailing my required documents as T am not able to upload them.
Please send an official copy of the listed document(s) to the address below:

1. Transcripts (MUST BE OFFICIAL)

Indiana Department Of Education

Office of Educator Licensing and Development
Attention: Transcripts

115 W. Washington Street

South Tower, Suite 600

Indianapalis, Indizna 46204

== Previous

Sawve For Later == Next

= E-mail Log
*Proof of CPR / Heimlich / AED Cartification [(Browse_. |
*\erification of Work Experience
*Proof of Suicide Prevention Training [ Browse.. |

» Work Queue
» Apoplication Status Search
- Report Educator Offense

= My LVIS

- Edit Profile

- Change Password

- Edit Educational
Background

» Degree Change Reguest

- School/ School Corporation

In Step 5 of the application process, you will be given a summary of your application. If
everything looks fine, please read the Loyalty Affidavit at the bottom and then hit Submit

Application.



- W
Confirm Your Application

Instructions:
1. Please review your application carefully.
2. To return to pravious steps in the application process, use the ‘Pravisus’ button below.

3. When you have reviewed this entire page and are sure that the information is accurate, sign the application

clicking the 'Submit Application’ button.

Step 1: Action Requested

Application Action:  Original
Application Type:  Workplace Specialist

Content Are.

Police Training

Step 2: Recommending Employer

Your emplayment for this application is noted as: Twin Rivers Caraer & Tech Ed Area - 1425

Step 3:
Have you sver been convictad of 2 falony: No
Have you ever been convicted of a misdemeanor since February &, 199

No
Have you ever had a credential, certificate or license to teach denied, revoked or suspended in Indiana er in any
other stata: No.

No Criminal History documents for this application.

Step 4: Application Requirements

Application i doc uploaded for this applicati
Proof of CPR / Haimlich / AED Cartification
Verification of Work Experience

Step 5: Loyalty Affidavit
I solemnly svear (or affirm) that I vill support the Constitutions of the United States of Americz and of the State of
Indizna

By dlicking the 'Submit’ button below, I cartify that the information contained in this application for licansure in
Indiana is true and accurate to the best of my knowledge and belief. Misrepresentations made in this application
may constitute grounds to deny, suspend, or revoks = licenss.

<< Previous Submit Appli
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Aod Apphcation

Workplace Specialist

Application

Application Ststus

Pay Pending Applications
ew Test Scores

View/Print Licanses
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o

Professionsl Growth Plan
Educational Interpreter

o

© Work Queue
© Application Status Search
© Report Educator Offense

O Work Queus
© Application Status Search

Change Passvord

Edit Educational
Backaround

© Dearee Change Reguest
© school/ School Corporation
Emplover

© Role Request

7. You will then be taken to a page that looks like this. Please click on “Click here” to pay for all
pending applications.

a. Assoon as you pay for your application, it is finalized and you will be given a

confirmation.

Home » My WIS » A00 Splisstion > Apei

¥ou have itted your

before your application (s) will be reviewed. You vill then be netified, by email, of any status changes and/er

questions we may need answerad to complete the application process.
Click here to create a new application for a different license,

Click here to pay for all pending applications.

Click here to view statuses for all your current applications.

Click here for the home page.

Add Apolication
Workplace Specialist
Application

Application Status

Bay Pending Applications
View Test Scores
View/Print Licenses

Please be aware you must first complete the payment process
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The application will then be routed to the CTE-Director to approve. Once it is approved it will go to
the Dept of Education to issue. The applicant will be notified via email as soon as it is issued.



